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Geftting Started

Log info the vendor testing site using ePass Montana: https://tst.mt.gov/epass/portal/. Enter
the ePass credentials that were provided to you via email.

MONTANA.COV

SEARCH

E' Home » Welcome to ePass Montana

to access Montana govemmant services.
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SEARCH

State Employee Login

Login with State Employee Account
ﬂ Home » ePass Montan

ve and password you use for

the state network ePass Montana coess 1o all authorized
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Passwor

Enter your credentials and
press the login button.

Your Services Edit 3 Please use the UAT (User Acceptance
: Testing) link for your testing purposes.
MPERA Employer Resource and Information Center (ERIC) - UAT *

(ePass)


https://tst.mt.gov/epass/portal/

Geftting Started

After successful authentication, you will be directed back to ERIC to select your contact.

po— Welcome

. ¢ PEI 31 ERIC Employer Reporting and Information Center

© Instructions

@ Please enter or select from the pull-down a contact to work with and click the 'Select

Contact’ button.

Lookup :
3.

Select

Select your contact 4.
information.
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Create and Update Payroll Schedules

Before you can begin uploading payroll files, you will need to create
payroll schedules for your organization.

Click on Organization Profile.

X welcome!
5200 : CITY OF BIG TIMBER — Esther Ames (EAmes)

Alerts & Messages [— Home

M
Bessnges [ Record displayed ] ‘

Employer Reporting

Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portal where you can view and update your organization information and view and report person information.
8 Employer Report Summary Here is a brief description of the various activities that you can do:

® Demographic Header

® Demographic Detail

Alerts & Messages 4+ Upload File

® Enrollment Header
Click here to navigate to the message board screen to view messages u Click here to navigate to the upload file screen
©® Enrollment Detail
® Payroll Header
8 Payroll Detail
® Upload File
,\s/li Employer Reporting @ Enroll New Employee

L] i 3 : n . .

Process Files l'“ Click here to navigate to the Employer Reporting Summary lookup screen Click here to navigate to the enrollment lookup screen

8 Process Records
® 457 Contribution File
® Pensionable Payroll Reportir

® Pensionable Payroll Reportir

Finangal Information

® Invoice Receivable

9

Employee Data I'l'l%&l Organization Profile

Click here to navigate to the person lookup screen Click here to navigate to the employer maintenance screen

[((
Eeo

® Service Credit Purchase 2
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Create and Update Payroll Schedule

ERIC displays the Employer Maintenance
screen.

Select the Payroll Schedule tab located in the Other
Details panel.

Employer Maintenance

| Msg ID = ¥ [ Record displayed. Please make changes and press SAWVE. ]

Main Section

Organization Type : Employer
State TIM :

Federal TIM :

Preferred Communication Ermail -
Employer Pays Contribution for Service Purchase : Mo
Auto Submit ER File @ Mo

Health Care Wendor Organization Mame
Primary Email : AIL_1427

Reporting Meth

Employer Pays Interest For Service Purchs

Employer Ty

TCourn

=Stat

Auto Post ER H
Primary Contd
FPrimary Pho

Other Details

Address Plan Contact Status Histo

Salary

Insurance

Bank I Payroll Schedule I

Paymall Schedule TD
A1 03

123103

D e Sy o

ERIC displays the existing payroll schedules.

4.

Payroll Schedule Begin Dabe
01,/01L/2015

12/01/2014

Payroll Schedule End Date

12/31,/2015

12/31/7/2015

Freq uemaoy Sysberm

rMonthily

Maonthly

SRS

PERS

ﬂ Click New to create a new Payroll Schedule.



Create and Update Payroll Schedule, cont.

Enter in the following information:
n ERIC displays the Payroll Schedule Maintenance screen. . » Organization Plan
« Payroll Schedule Begin & End Date
» Payroll Schedule End Date

Employer Payroll Schedule Maintenance + Frequency

+ Subsequent Fields regarding Frequency

| Msg ID = & [ All changes successfully saved. ]

@ * Do not Execg’re On (when applicable) .
» Check the First Payroll Schedule checkbox if

Organization Information Oppllccble
Organization ID @ S200 Drganization Mame @ CITY OF BIG TIMBER
Organization Type : Employer System :

Paymo il Schedule Information

Organization Plan SRS - Payroll Schedule Status : Active d First Payroll Schedule @ |«
Payroll Schedule Begin Date : 04/01,/2015 EEE Payroll Schedule End Date : 05/23/2015 EEE
Frequency : | Biweekly - Do Mot Execute On -

*First Pay Date : [02/17,/2015

‘ Populate .

Click the Populate button.

.ﬂ
=

Payrmoll Schedule

Period Begin Dabe Period End Date Pay Date/ Reporting Date
= 04,/01/2015 [ #4] 04/ 14/2015 [ #4] 04,17 2015 [ 4] R
— — — If you are creating a new
1 |o4ariss2015 04/28/2015 05/01/2015 . .
= = = <: schedule, this section
I 02/ 29,/2015 E;’ O0S//12/2015 E;’ O0S/15/2015 E;’ Only oppeors Of.'.er yOU
[ |05/13/2015 EEl| |oss2es/2015 EEl| |oss29/2015 [55] click “POpUIO’re”.
O |oss/27/2015 EEll |ossooszoas EEl| [oss1zizoas [ ]
Click Save.
‘ . . . .
nelpeal In this example you must enter the First Pay Date; however, if you select a different
Tie= | Frequency option from the drop down different fields will appear specific to that

frequency type.



ploading a Payroll File

Once you have set up the Payroll Schedule, you can begin uploading
a payroll file.

1. Navigate to the Upload File section.

& Welcome!
5200 : CITY OF BIG TIMBER — Esther Ames (EAmes)

Alerts & Messages Home

Messages

Employer Repol

| [ Record displayed ] ‘

Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portal where you can view and update your organization information and view and report person information.
® Employer Report Summary Here is a brief description of the various activities that you can do:
® Demographic Header
® Demographic Detail
Alerts & Messages 1+ Upload File
® Enrollment Header
Click here to navigate to the message board screen to view messages (= Click here to navjgto the upload file screen
® Enrollment Detail
® Payroll Header
® Payroll Detail
® Upload File
v ,\5/|i Employer Reporting @ Enroll New Employee
@ brocess Files il Click here to navigate to the Employer Reporting Summary lookup screen Click here to navigate to the enroliment lookup screen
® Process Records =
® 457 Contribution File
® Pensionable Payroll Reportit
® Pensionable Payroll Reportit s . S
4 Employee Data é_E?_': Organization Profile
Finandial Information tn Click here to navigate to the person lookup screen Click here to navigate to the employer maintenance screen

8 Invoice Receivable

® Service Credit Purchase

Framework : 5 5, Solution : 12/18/2015 5:30:51 AM Client Ip : 192.10.207.17 AppSrv : DOAISD7656 Current Time : 12/18/2015 10:07:18 AM Developmen|

Your testing account is an organization with no
Re\pé‘u\ employees. You will need to enroll employees for

Tips testing.



Upload a Payroll File

ERIC displays the Upload File screen.

Upload File

I Record displayed ]

To submit a file:

1. Use the "Browse..."” button to select your file
2. Click the "uUupload File" buttaon
3. wait for Confirmation

Choose the File Type from the dropdown menu.

File Type :
Employer adjustment File
File : Employer Reporting Inbound file
| upload File |
Click the Browse button to find the file.
=2 Choose File to Upload
®© ~ 4 [ » ThisPC » Downloads w| ¢ | | Search Downloads r)
Organize New folder =~ [@ @
| Documents A Name Type Size Tags &
| Msic  EVE - PREPCont - .. Microscft Word .. 111K3 Choose the file and click the Open button
! Pictures EVE - PREPConf - P... Microsoft Word D... 111KB
EVE - PREPConf - P... Microsoft Word D... 111kB
18 This PC ACK - PLOP Rollove. Microsoft Word D... 66 KB
i Desktop 5| EVE - PREPConf - P Microsoft Word D... 116 KB
£] Documents | EVE - PREPConf - Microsoft Word D... 116 KB
& Downloads EVE - PREPConf - P... Microsoft Word D... 116 KB C“Ck The U |OOd Flle buﬂ'on
dr Music £ COU - Appointmen... Microsoft Word D... 116 KB p :
=| Pictures COU - Appointmen... Microsoft Word D... 116 KB
& Videos COU - Appointmen... Microsoft Word D... 118 KB
= Local Disk (C) COU - Appeintmen... Microsoft Werd D... 118 KE -
&2 Training (WLC-FI [ EVE - Ret Conf - co... Microsoft Word D... 38KB Up Iﬂad FI IE
= Appointment - Initi... Microsoft Word D... 119KB
€ Network Appointment - Con... Microsoft Word D... 119KB
5 EVE - PREPConf - P... Microsoft Word D.. 33KB
v EVE - PREPConf - P... Microsoft Word D.. 33KB -
File name: | Articulate Storyline 2 w| | AlFiles (%) v




Correcting Errors

The two errors that you may encounter when processing Employer files are errors related to file formatting or errors related
to the Header and Detail records. File formatting errors will occur when you upload a file that is incorrectly formatted and
not a .csv file. This error will occur after you click the upload file button. The errors related to the Header and Detail records
will occur once the Employer file has been processed. The status of these files will be in Review. These errors could be
related to any record within the file.

Click on the Process Files link.

5200 : CITY OF BIG TIMBER — Esther Ames (EAmes)

& welcome!

Home

’ [ Record displayed ] ‘

s
Employer Reporting

® Employer Report Summary Here is a brief description of the various activities that you can do:

Welcome to the MPERA Employer Reporting and Information Center (ERIC). ERIC is your guide to a secure portal where you can view and update your organization information and view and report person information.

® Demographic Header

® Demographic Detail

Alerts & Messages 4+ Upload File

©® Enrollment Header
Click here to navigate to the message board screen to view messages u Click here to navigate to the upload file screen
©® Enrollment Detail
® Payroll Header
® Payroll Detail
@ Upload File
,\%i Employer Reporting @ Enroll New Employee

D] iles 5 5 < 5 5

Process File "“ Click here to navigate to the Employer Reporting Summary lookup screen Click here to navigate to the enroliment lookup screen

® Process Reco

457 Contribution Fil

Pensionable Payroll RepoWir

® Pensionable Payroll Reportir

Finangal Information

® Invoice Receivable

9
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Correcting Errors,

confinued

n ERIC displays the Process Files Lookup screen.

Process Records Lookup

| Msg ID : 1 [ 2 Records met the search criteria. ]

Criteria
File Type : Al
COriginal File Mame :
Line Mumber :
Processed Date From :

File Header ID :

37

Search Results

Rewview O001l~6505~~1~M

|
WN

Rewview O002~1~PERS

- Cyecle Mumber : | ]
Status : | Rewview -
Drata
Processed Date To :

Line No Status Record Data Transaction Code File Header T Processed Dabe
ool 327 ER_Inbound_File_Enroll_Org8s05.csv 4/2/2015 2:09:37 PM
ooz 27 ER_Inbound_File_Enroll_Orgss05S.cswv 4/2,/2015 2:09:327 PM

Search for uploaded Employer Reporting Inbound File.

Select the desired file and click the Open button.

n ERIC displays the search results.




Correcting Errors,

continued

n ERIC displays the Process Files Maintenance screen.

Process Files Maintenance

[ Previous Page Displayed. ]

File Details

File Twvpe : Employer Reporting Inbound file

Processed Date @ 4/7/2015 10:10:424 AM
Cycle Mumber :
Error Message :

Origimal File WMame : ER_Inbound_File_Enroll_Orgs505.csw File Mames : 2015-02-02-14-09-37_ER_Inbound_File_Enroll_Org&5S05.csw

Status : Processed with Warnings

Mumber Of Rows @ 4
File Headsr ID @ 37

Status Status Count
Woali 2
-

In the Status Summary panel, select the Detail Records that are in Review.

n ERIC displays the Process Files Lookup screen populated with the records that are in review.

Line No Status Record Data Transaction Code Processed Dalbe
= 2 Review 00L~8S505~1~M ool 37 ER_Inbound_File_Enroll_Orgs505.csv  4/2/2015 2:09:37 PM
() 2 Review 002~1~PERS ooz 37 ER_Inbound_File_Enroll_Orgs6505.csv  4/2/2015 2:09:37 PM

“ Click on Line No. to display the
error detail.
ERIC displays the Process
. Records Maintenance screen.
In the Error Details panel, the
11- error message is displayed.
12 Correct error and upload
. file again.

Process Records Maintenance

| [ Record displayed ]

File Type : Employer Reporting Inbound file Cyecle Mumber :

Original File Mame : ER_Inbound_File_Enrall_Orgs6505.csv File Name : 2015-04-02-14-09-37_ER_Inbound_File_Enrall_Org6505.csw
Processe d Date : 4/2/2015 2:09:37 PM Status : Review
Mumber Of Rows : 4 Line Mumber : 3

File Hdr ID : 37

Enrollment Header 1D : 002 Detail Count & 1
System : PERS




For help please contact Bill Hallinan at
(406)444-0158 or bhallinan@mt.gov
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